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Cidef, iuspection Stage/

Insipeetor General
ULl fcconds Aduinistretion Offlcer

kit of [2c¢ords vanagesent Progra.

2+ L& forwecding two coples of your revised Records Conirol
Benedale waleh| brepaved following ber ecdit of
Jyour .lecords Frogréis This schedile gsupersedes the previous cne
dated June 1556 and reflects the changes effecting yo:r records
gince that tie.

2. A Fecords Control Scheduls is & :aster plan for costralling
growth of records scewmlations and for keeping records .oving out
afmmrnmmﬁmtwaﬁmmumuwm@.
Although your ewrrent records holding is slightly ower 10 cubie
feel, mdherence {0 the schedule will keep your records at an
operating .dnlaws., During tae survey[  |essisted

in transferring 11 c.bie feet of insctive recordis to
fzcords Cester. These zay be reealled by your office whsnever
tisy are aseeded in conjunction with current operations. 7To gre-
serve the integrity of those records they should be returned to
tae “ecords Center when the purpose for which they were withdrawn
has been aceonplished, utlese, of course, they are incorporsted
i§v§ c:;mzat file, in which eass, the Feeords Center should de
i 828,

3« 1% is our policy Lo audit all Records xanmgesent Frogro:s
poriodieslly and to revise the fecords Control Schedlss accoraingly.
This, however, will not preclude sny perticent changes o your
sched.ile that need to be ade during the imteri:. 'The changes my
be accoplished by subaltting & request to this offiec with the
revisions desired. You will be notificd of the setion taken and
appropriste changes to the schedule can then be zads. ‘The Records
Conder will 2180 be advissd of the sction taken. As the Audit
Btafl is now s part of the Office of the Inspector General e review
o that Schedule would be approcciate at this tize.

ks T @ pleased to welcoae |as Arvea fecords
Offlicer for the Inspector General. AU Ber convemionce I would like
o introduce her to the other =wumbers of Ly steff end to brief her
on other aspects of Records 'mnage-ent. We feel also that & viait
ta the Tecords Center will densfit her in her duties as an Arse
Speords Ctficer. She can contéct 15 to arrange for e tise convenlent
fur these visits.
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5. iy thenks to you smid your staff for the cooperation extended
ta| lduring the sorwey. She will be avaeilable for any

oyther aasistance you .y Jesire.

imelgsiras 7
# gopies Hecords Control Schedule

Digtribution:
Orig. and 1 - IG w/2 copies REc. Control Sched.

1 - RCTR w/1 copy Rec. Control Sched.
1/- Rec. Disp. Branch w/Orig. Schedule

LZ - RMS File Copy

DDS/RAC/RS&DB/] | (5 July 1962)
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